
August 2019 

Program Organizer - DukeEngage Co-Coordinator Job Description 
 
Reports to:  Education Director  
Status:  Full-time, exempt, 40+ hours/week  
Salary:  $35,500 (annual basis) 
 
Job Responsibilities 
 

1. Delegation planning and leading: 
a. In collaboration with group leaders, plan itineraries for upcoming delegations. 
b. Schedule community partner presentations and activities for delegations. 
c. Lead approximately one delegation per month. This includes preparing reflection 

activities, facilitating workshops, and driving a 15 passenger van. 
d. Support delegation leaders with their delegations when need. 
e. Interpret presentations, conversations, and group discussions from Spanish to 

English and English to Spanish. 
f. Remain attentive to and conscious of trip participants’ needs, including 

safety/health concerns and emotional responses to delegation experiences. 
g. Manage delegation-related finances: create budget, deliver payments, reconcile 

expenses. 
 

2. Community Partners: 
a. Build and maintain positive relationships with community partners – the 

organizations and individuals who meet with delegations. 
b. Support the work of our community partners as appropriate.  

 
3. Curriculum and Staff Development: 

a. Participate in program evaluations. 
b. Help design new curricula. 
c. Assist with training other staff, both full-time and contract employees. 

 
4. DukeEngage Co-Coordinator: 

a. Create and negotiate contract  
b. Negotiate program cost  
c. Manage insurance needs 
d. Create program reports 
e. Create program budgets  
f. Managing internship placements 
g. Homestay placements 
h. Plan and facilitate educational activities 
i. Manage and support an average group of 8 Duke students 
j. among other needs 

 
 
Desired Qualifications 



August 2019 

1. BA in Latin American Studies, the social sciences, humanities, or related field, or 
equivalent education and experience.  

2. Spanish language fluency required; ability or desire to learn to interpret/translate during 
trip visit. 

3. Demonstrated ability to live and work in a multicultural, multi-ethnic, ecumenical 
environment. 

4. Positive attitude and good people skills. 
5. Ability to drive a 15 passenger van. 
6. Excellent oral and written communication skills. 
7. Strong commitment to the mission and organizational culture of BorderLinks. 
8. Must be:  

a. Flexible, organized and able to multitask; 
b. Able to analyze and present data clearly and accurately; 
c. Able to work collaboratively with colleagues; 
d. Able to lift 20 pounds and walk approximately 5 miles a day. 

 
To apply for this position, please submit a cover letter and resume to 
employment@borderlinks.org. Application deadline is Monday, August 19th by 05:00 pm. 
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